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AICPA

FASTFACT
HUMAN RESOURCES
Edition 56

March 25, 1998

IMPORTANT ANNOUNCEMENT REGARDING ATTENDANCE PROCEDURES

Please read this entire announcement as it effects all Team AICPA members:
The Human Resources Team is in the process of streamlining the attendance record keeping procedure. Five HR
Team members will now be responsible for tracking attendance. Please note in the information below who your new
attendance liaison is and please direct any questions you may have about your attendance to that Team member.
Changes to the current attendance procedures, which are effective immediately, follow:

1. All time cards/time sheets should now be turned in to the following members of the Human Resources Team:
Team #'s

HR Team member

#335 -#420
#421 - #438
# 439-#452
# 453 -#468
# 470 - #497

Kim Hines
Laurie Diemer
Lisa Hudson
Gaby Ulloa
Shiane Bellamy

When submitting time cards/sheets to HR via interoffice mail, please mark your interoffice envelopes with the
appropriate HR Team member name.
2. HR will provide Team Leaders with their Team’s attendance reports on a quarterly basis. First quarter 1998
attendance will be distributed to Team Leaders by April 30, 1998. In order to ensure the accuracy of these reports
please submit any outstanding time cards/sheets to HR as soon as possible.

3. All Team AICPA members that are on Flexible Work Arrangements:
a. HR is using the most recent information we have on file regarding FWA schedules. HR will forward a report to
each Team Leader by April 30,1998 outlining the current FWA schedule on file for their staff, and then ask
that all Team Leaders provide HR with updated FWA information in the event that schedules were changed.

b. When filling in a time card/sheet, please indicate at the bottom of the card or on the side of the sheet that you
are on FWA, and please reflect your FWA schedule for that week. For non-exempt staff, please indicate the
exact number of hours worked each day.
c. When taking vacation time, you will be charged according to your FWA work schedule on file in HR, unless
otherwise noted—you may not revert to a normal 7 hour/day work schedule for purposes of vacation.

d. To avoid difficulty in scheduling during holiday weeks, staff working a 4 or 4
a normal work week, or if on a 9/70 schedule, a normal pay period.

day schedule should revert to

It is extremely important that accurate attendance information be submitted to HR on a timely basis. Please submit all
weekly attendance information to HR no later than the following Tuesday. Your assistance is greatly appreciated.
REMINDER: NJ STATIONERY/SUPPLY ROOM CLOSED DURING INVENTORY

The NJ stationery supply/room will be closed March 25-27 while inventory is taken.

OUR QUALITY POLICY STATEMENT IS:
" AICPA: MEETING TODAY'S CHALLENGES. EXCEEDING TOMORROW'S EXPECTATIONS”

WE’RE (STILL) LOOKING FOR A FEW GOOD GRADERS AND CLERICALS!

The Institute needs your help in recruiting temporary graders and clerical staff to assist with the grading of the
Uniform CPA Examination. All work is done from our Harborside offices, and these temporary assignments last
approximately 3-6 weeks.
Grader assignments begin May 21,1998. Grader candidates need to be either licensed CPAs or licensed attorneys.
Qualified candidates must work a minimum of 3 seven-hour days per week; the grading hours of operation are 6am to
8pm, Monday through Friday, and 6am to 6pm Saturday and Sunday.

Clerical staff assignments begin May 6,1998. Clerical staff positions include Data Entry Operators and Clerical
Assistants. Data Entry candidates need accurate 8,000 keystrokes per hour. Clerical assistant candidates need accurate
filing and numeric skills. Qualified clerical staff will be required to commit to a minimum of 3 weeks, working the
following hours: 8am to 3:45pm, Monday to Friday (Shift 1), or 4pm to 7:45pm Monday to Friday plus 8am to
3:45pm on Saturday (Shift 2). We also require accuracy, attention to detail, pride in work, and a verifiable work
history.
For more information on these positions, contact Enda Brogan at x3012. If you have a friend or colleague who thinks
they may be interested in any of these opportunities (sorry, these positions are not open to AICPA employees or their
relatives) please have that person(s) send their resume to the attention of Enda Brogan in the Harborside office—fax:
201-93 8-3 783 or e-mail: Ebrogan@aicpa.org. Please include one of the following codes on the resume: For Graders:
EXGR; for Clericals: DET.
SOME TIPS FOR “DOWNLOADING” DOCUMENTS

We wanted to take the time to clarify what “downloading” a document means. “Downloading” is not the same as
“clicking on” a document. When you merely click on a document you really need to download, the document that
appears on your screen will not be formatted properly and may be missing text. For example, if you receive an e-mail
that includes an attached document to download, but merely double click on the attached document, it will not be
properly formatted, and accordingly, may be unreadable.

To download, follow these easy steps:
IN E-MAIL: Using “Save As”
First: highlight the document you are going to download (use a single click, do not double click on the
document)
Then: from the “file” menu choose the “save as” command. You will be prompted to save the document
Take note: is the document a Word, WordPerfect, Excel, Lotus or other document?
Now: you can open the document (see below)
To open a document after downloading it:
First: open the appropriate application (Word, WordPerfect, Excel, Lotus or other)
Then: from the file menu, choose “open,” and select the downloaded file. It is important to already be in the

appropriate application before opening a document.
Now: you will have a properly formatted document that you can print, edit, or, if it is a form, fill in.
You also can open the document from e-mail using the “launch associated application” icon (looks like a running man),
however, you must go through the “save as” steps above to maintain a copy in your files.
In VIC:
First: click on the document you are going to download
Then: You will be prompted to save the document
Now: You can open the document from the appropriate application using the “to open a document after

downloading it” steps above.
If you have trouble downloading your documents, please call the PC Helpline at x4357

